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Agenc 'y Billing Application

% 1. Navigate http://www.calbar.ca.gov/ + 2.Click on “Log In” under Agency
Billing to launch the Agency Billing

application*
\
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* Or — Navigate directly to the application by going to https://apps.calbar.ca.gov/ab
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\) Agency Billing Application

% 1. You will now be at the Agency % 2. Set your screen resolution (Zoom) to
Billing application: 100% or less by clicking the settings
https://apps.calbar.ca.gov/ab button L
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New window “Agency Information” will pop up
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@ Agency Billing Application — Register Agency

Enter your “Agency Legal Name” and “Email” address that will be used to receive
communications from the Agency Billing Application and click “Submit”
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Once your “Agency Information” has been entered and
you click “Submit”, a new window will open for you to
enter your “Account Info”.

Enter the requested information in the boxes. Anything
with an asterisk * is required to go to the next page.

Your “Sign In Account” will be your user name each time
you log into the system. Do not use any special characters
in your sign in account. Remember to keep your Sign In
Account name and password somewhere so you don’t
forget it.

Your “Agency Short Name” is a set of initials or short
name that your account will also be known by.

Click “Remember Computer” when using your office
computer to register so the application remembers your
information when you attempt to log in. Do not select this
box if you are on a public computer.

Once all information has been completed, click “Submit”
to be taken to the “Additional Information” page where
you will enter the Administrator’s information.

(i) Agency Billing Application - Register Agency

THE STATE BAR OF CALIFORNIA

Account Info

Sign in account

Sign in account user name must be between 9 and 15 characters and
can contain any combination of letters and numbers without spaces.
This iz ¥ Name and will be used to sign into your account once
you have registered

Password

z5word must be at least 8 characters and include one uppercase
case letter, one number and one special charater such

Confirm Password

Agency Short Name

[[]Remember Computer?

r Computer” will not work if your browser is set to

d upon exit.

» Only check "Remember Computer” if you are using a private
computer, lie: from your home or office. If you are using a public
computer, then DO NOT check "Remember Computer”. Examples
of public computers include: libraries, internet cafés, and hotel
computers.

Hote: ¥ means mandatory
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'~ Agency Billing Application — Register Agency

Additional Info

ApgencyFirrm Administralor Infarmalion

Once your “Account Info” has been completed and you click —
“Submit”, a new window will open for you to enter your e
“Additional Information” which is information about the
Administrator who will be using the Agency Billing Application to
make Member payments for your Agency. ApencylFinm Adminisrator Contact Informabon

Racies Liss 1

Enter the requested information in the boxes. Anything with an
asterisk * is required to go to the next page.

|

Your “Sign In Account” will be your user name each time you log
into the system. Remember to keep your Sign In Account name
and password somewhere so you don’t forget it. —

Make sure you keep your “Security Information” in a safe place
because you will need it if you ever forget your Sign In Account
name or password. e

Once all information has been entered, click “Complete
Registration”. When you click “Complete Registration”, you will be
taken back to the initial log in page to sign into your account. You

will also receive a confirmation email confirming your registration —
was successful.

oo OB OB

b ¥
¥ COMPLETE REGESTRATION




) Agency Billing Application - sign In

Once you “Complete Registration” in step 5, you will be taken back to the home page for the
application. Enter the “Sign In Account” user name and “Password” that you created when

you registered your agency. Click “Sign In” and you will be taken to your agency dashboard.
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You will now be at your agency dashboard page. Here you will be able to add your Members for fee
management and payment processing. Your first step, shown on the next page, will be to upload your

members to your dashboard. If at any time you require assistance, please contact the Member
Services Center at 1(888)800-3400.
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Agency Billing Application — Members Template

Click on “Members Template”. This will download an excel spreadsheet. Open the spreadsheet and enter the Member
number and Branch or Location for each of the Members in your Agency. Do not format the spreadsheet or add
additional columns or information. If you do not wish to enter any branch information, please use the word NONE for
each member in the Branch/Location column. Next you will save your template by following the instructions on the

next page.
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Agency Billing Application — Members Template

+ 1. To save the file to your desktop or a folder of your
| choosing, in excel click the tab that says “File”
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% 3. Enter a file name you will remember and place the file

on your desktop or in a7lder (exampyow)
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i Agency Billing Application — Upload Members

+ 1. Once your click “Upload Members” it will open a new box for you
to select your saved spreadsheet and load it into the system.
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Agency Billing Application — Agency Dashboard

Now that your Members are loaded, click on “Save My

Changes” to calculate your full amount due. If you

log out of the system before saving your changes Plaét;?dBar

they will revert to your prior selections. Save before e Billing and Request Notifications

exiting to keep any changes. matter where you are in Payment will allow il ot
the application, if you History is you to any Sign out —
click on your company contained order messages Click to
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% 1. Click on “Donations” to bring up the Donations box. This feature allows an
Agency to make donations to multiple organizations on behalf of the Member or
their Agency

Alston & Bird, LLE [ABLLC)

 Sawe My Changes @ Branchilocation  + &dd Member & Members Template L Upload Unﬂ&bmnnmn 0 sections @ Deductions

/ % 2. Choose which donations you would

like to make and what amount you wish
e A S to donate. Click “Apply Donations”. Your
totals for the “Member Donations” will

i show in the line for each Member.
n— Additionally, you can remove donations
from all members by selecting the box
next to the donation agency and clicking
f “Remove Donations”.
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) Agency Billing Application — Donations

% 1. Click on “Agency/Firm Donations” tab within
the Donations tab to access the Agency
Donations box. This feature allows an Agency to
make donations to multiple organizations on
behalf of the Agency.
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to make and what amount you wish to
donate. Click “Apply Donations”. Your totals
for the Agency Donations will show on the
Invoice under Agency/Firm Donations
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i) Agency Billing Application - sections

% 1. Click on “Sections” tab to manage Member Sections. This feature allows an
Agency to decide which and how many Sections they wish to pay for the Member.
This slide shows how to remove Sections. See the next page for adding Sections.
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++ 2. Click “Remove sections for all members”
to remove all sections from all members.




- P )
‘U.) Agency Billing Application — Sections

% 1. Click on “Options” for the Section you wish to modify and a new window will open to
choose additional Members to add that Section for.

Sections Infarmation
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@ Remowe sections for all members
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2. Click the box next to the member to
choose additional Members to add to the
section. Click “Add Selected Members” and
the section will be added to each chosen
member. You can click “Clear Selection” if
you have selected incorrectly.
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il Agency Billing Application — Deductions

+ 1. Click on “Member Deductions” to bring up the Deductions box. This feature
allows an Agency to take applicable deductions for all Members of their
Agency
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by clicking the box next to it to
select it. Click “Apply
Deduction(s) to all Members”.
This will apply the deduction to
all Members and the deduction
amount will show under the
Deduction tab for the Member.
You can also “Remove
Deduction(s) from all Members”
if you decide not to take
Deductions
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') Agency Billing Application — Member Options

Earlier you managed Donations and Deductions as a group for all your Members. You can also manage these items
as well as Section Fees and Legal Specialization Fees when applicable. You will also have the ability to print
documents such as the Member‘s fee statement.

Click on the box with the 3 lines that show under Options for the Member you wish to manage additional items for.

THE STATE BAR OF CALIFORNIA
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At the top of the box you will see the
Member name and number to make it
easier to remember who you are working
with. The first tab, “Fees and Costs”,
shows you all the fees this Member owes 7| A I
for the 2017 billing year. This total amount S
also shows on your dashboard under
Fees.
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4 Agency Billing Application — Member Options

% 1. Click on the “Donations” tab and you can manage donations at the individual level for your
Member. You can click “Add/Update Donations” and a new box will open allowing you to add or
remove donations.
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% 2. 0nce you select or remove
the donation, click the blue
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will be added or removed as
selected
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'Ui) Agency Billing Application — Member Options

% 1. You can also add Sections to individual members by clicking on the “Sections” tab as well as
see any Sections the Member may already have listed. Click “Add Sections” to add as many
Sections as you wish to pay for your Member. The system will add them and calculate the total for
you.
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| ) Agency Billing Application — Member Options

When you click on the “Specialties” tab you will see any Legal Specializations the Member is

gualified for. You can choose to pay or not pay for these when they are applicable. (These will not
show for 2017 as the fees are being waived this year.)
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{i | Agency Billing Application — Member Options

Click on the “Deductions” tab to manage Deductions at the Member level vs. the firm level. Click

“Add Deductions” to select the individual deductions for the Member. Once selected click “Update”
and the deductions will show on your dashboard page for member
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Agency Billing Application — Member Options

Click on the “Documents” tab to print a copy of the Member’s fee statement
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Agency Billing Application — Member Options

For those Agencies who are unable to submit credit card or ACH payments, we have provided the
ability for you to “Download Invoice” which will show all your selections and totals to submit to the
State Bar with your payment
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Agency Billing Application — Payment Gateway

Once you have completed all selections and the system has calculated your total, click on “Pay this
amount” and you will be taken to the Payment Gateway to complete the processing of your payment

THE STATE B SALIFOF NIA Wik onse! Party ¥ Betng and Payments Hstory © Pasac Bar Card Roguest £ Notfheasons ® Sign Cut
AGE

Alston & Bird, LLC |ABLLC)

1 §20.5 A Downioad nvoice
i 5ave My Changes § Sranchilocation Add Member & Members Tempiate & Upioad Members O Donations O Sections  © Deductions
granchil Y Nember N Y sl Name Y Last Name Y Status 4 B Type Y h Donatons Y echons Y sec Cod Y pecals Y edoctions Y Tots Ame Y Pay Staeus Y

Pendng

W AL IFURMLA il Wl el Tina Sunes (Party)h [ Eiling and Faymenis Hisiory B Plasic Bar Cand Regquest i o o & Sign Cut

Alston & Bid, LLC (ABLLC)

Payment Method

o

Paymies Dertai Paymant Canfirmation

Payment Method

Select your payment methed

Pliacel: St v
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FOAR_Op

will show you

THE STATE BASUOF CALFUFNA

the process for both credit card and ACH*

Agency Billing Application — Payment Gateway

Clicking the Pay this amount button opens a new window for you to select your payment method. We
will accept both ACH and Credit Card payments. Choose your payment method. The following slides

1. Choose Payment
Method

*1f using a credit card that is in the name of your
firm or agency enter in this manner:

First Name: NA

Last Name: The full name of your firm/agency
Do not leave any field blank

Payriser] Madmod

Bririmns maymed i |

) Pisass rois fhat a Pro
L=

1 or imactve masnber ot of §H O phus sy Smcislinery coet B applicaizs

caaning Faa of 329 b ke 1o e Bcive mersar s

/

2. You can choose Credit Card,
complete all information and click
“Next” and complete the payment
process

*If using a corporate credit card that is in your name, enter
in the manner below and ensure you have the correct
billing zipcode:

First Name: Your First Name as shown on credit card
Last Name: Your Last Name as shown on credit card

Do not leave any field blank
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Agency Billing Application — Payment Gateway

Clicking the Pay this amount button opens a new window for you to select your payment method. We
will accept both ACH and Credit Card payments. Choose your payment method. The following slides
will show you the process for both credit card and ACH

(& Bang and Payments Hory © Plasac Bar Carg Reguest

THE STATE  CALIFORNIA Weicome! Tina Sunes (Party

Alston & Bird

Payment Method

oo g Select your payment method
o——0
i /] © No processindfee will be added
- o
ot
0 X
"""""" o 2. or, you can choose ACH, *If using a checking account that is in the name
complete all information and click of your firm or agency enter in this manner:
: “Next” and complete your First Name: NA
o payment process Last Name: The full name of your firm/agency
i as shown on the checking account
ot Do not leave any field blank
= n - . . -
*1f using a corporate checking account that is in your
name, enter in this manner:
Q First Name: Your First Name as shown on the check
Last Name: Your Last Name as shown on the check
| a . Do not leave any field blank
o 29




Agency Billing Application — Member Options

Once your payment has successfully processed, you will log back into the system, click on “Plastic Bar
Card Request” and this window will open, allowing you request a plastic bar card to be sent to your
Member. Once you select the box for the member, click on “Generate plastic bar card for selected Members

to complete the process -
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.) Agency Billing Application — Payment Gateway

Once the fees have processed successfully, the Member will receive an email advising his or her

Bar Fees have been paid and to log into their “My State Bar Profile” to pay any additional fees not
paid by the agency or complete any other necessary transactions.

THE STATE BAR OF CALIFOBNIA

nonw ATTIORNE YN PLUBL K PUTURE LAAYERS ABOUT US

TEST MEMBER NAME

of Number: #13) Lant Logie: SO T00W 11 38 50 AM
setys: Active

Membership Billing

Your 2017 Membership Fees have been received and posted to your account
*» Pay any other faes, make a donation, add a section

*> Print my paper bar card and/or request a plastic bar card

** Print my 2016 Membership Fees Statement
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L) Agency Billing Application - other Functionality

In the next pages, you will find other functionality the Agency
Billing Application provides for your Agency.
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The Agency Billing Application allows you to keep track of your Members who have California Bar Fees due but
reside in locations other than California. Click the Branch/Location button to add all branches your Agency has and
associate your Members to those locations or branches

THE STATE BAR OF CALIFORNIA Wekcome! Tina Sunes (Pary (¥ Besng and Payments Hstory
AGENCY BILLAN

Alston & Bird, LLC (ABLLC)

wnoont Due: §23.517.00  ERSENETTRETetl] A Downioad mvorce

¥l save My Changes 9 Branchilocation + Add Member & Members Tempiate L Upioad Members ©ODOonations O Sectons  © Deductions

3ranchil Y MNember M siName ¥ Lasi Name Y Stas Y BiType Y Fees Y Donastons Y Sechons Y Sec Cod Y pecak Y edoctions Y Tots Ame Y Y
$412.00 S S SO $4C $£27.00 54
84124 $627.00 =/
Branch/Location Information
Branch/Location® Hong Kong
ra
L)
Branch/Location / * Mandatory Field
+ Add Branch/Locatio
SNo ¥ | BranchvLocation v OB & Cance
# Edit % Db
Branch/Location
0% Anpeles # Edit | = Delete
arici 7 Edi . + Add Branch/Location
i San Diega # Edil * Delele Shio T BranchiLocation T Command
1 Mone & Edil » Dekele
Angeles & Edi ® Ceele
F jt # Edit x Deleie
Dieg & Edit x Delele
V_ S -

rd Hong Kong 'y | ®x Deleie
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Your Dashboard allows you to add additional Members to your firm. Alternatively, if you have added
someone incorrectly or if someone has left your employ, you can delete a Member from your firm list.

THE STATE BAR OF CALIFORNIA

AGENDY BILLINC

se! Tna Sunes (Pamy

Alston & Bird, LLC |ABLLC)

¥ Bsng and Payments Hsiory

Member Mo

Mandatory Field

ant Due: §23.517.00 A Downiad mvoxe
i 5ave My Changes § Sranchilocation 4 Add Member & Members Tempiate & Upioad Members O Donations O Sections  © Deductions
dranchil Y Nember N Y | Nane Last Name Y Status 4 BE Type Y h 4 Donatons Y echons Y oL ] Y Y L Y Y
$412.00 $£27.00 = 7
$412.00 $627.00 = 7
When you click “Add
Member”, a new
Member Information window will open and
b~ allow you to select the
Branchi/Location® Select BranchiLocation - Branch the ez s Memnber Infarmation
located in and enter
their Member number. Branch/Location® Santa Barhara v

The Member number

will validate and you

will click update. This

will create the newly

added Member to your
list.

"
ﬂ ® Cancel

Member No™ 112345-Susan Mary Bonney

= atory Field

Banla Barbara

30,80

6500 Panting
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l) Agency Billing - Questions?

Please email all your questions and comments to the State Bar at
AgencyBilling@calbar.ca.gov, or call 1-888-800-3400.
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